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ABSTRACT
The data collected on Form Q-1 are used to report all

noncredit public service offerings both on and off campus which
qualify for the Continuing Education Unit (CEU). Seven standards must
be met before CEU can be awarded: (1) a planned response to a
specific educatiOnml need, (2) stated objectives and rationale. (3)
sequentially ordered content, (4) pre-planning including user group,
content experts, and instructors, (5) qualified administrative
approval of instructional activity, (6) provision for registration,
and (7) predetermined evaluative procedures and criteria for CEO
awards. Instructions list program areas with code numbers and define
the limits of the types of public service formats: conference,
institute, short course, workshop, seminar, and special, training
programs. A Q-1 form is attached. (MN)
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STATE COUNCIL OF HIGHER EDUCATION FOR VIRGINIA SCHEV Form Q -1 (6/73)
Richmond, Virginia 23219 Instructiohs for Public Service Offerings

VS DEPARTMENT OF HIII.LTH
EDUCATION Ti WELFARE
NATIONAL INSTITUTE OP

EDUCATION
THIS DOCUMENT HAS BEEN REPRO
eucED vtAtTi.v AS RECEIVED FROM
THE PERSON OR OROANITATION ORION
ATINO IT. POINTS OF VIEW OR OPINIONS
STATED DO NOT NECESSARILY REM
SENT OFFICIAL NATIONAL INSTITUTE OF
EOUCATION POSITION OR POLICY

PURPOSE OF THE FORM

(7 The data collected on Form Q-1 is used to report all non-credit public service offerings,

(NJ both on-campus and off-campus For which Continuing Education Units are awarded. This

Co Information will be published by the State Council.and reported to the Southern Association

C) of Colleges an Schools.

Data is requested semi-annually for each six-month period (January June, July -

December). Completed Forms Q-1 are due In the office of the State Council not later than

February 1, (for the period of July - December) and August 1 (for the period of January

June).

All questions concerning this Form should be directed to James C. Phillips, Continuing

Education Administrator (SCATS 369-2143).

GENERAL INSTRUCTIONS

Public service programs are defined as those offerings which do not carry academic

credit but which provide continuing education opportunities off-campus or on-campus by-

an institution of higher education in a manner to capitalize on its particular competencies

and resources. Such public services include conferences, institutes, seminars, workshops,

non-credit courses and special training programs. Not included for the pUrposes ¢f this

report are student activity programs, Andividual faculty or staff consultant services/ faculty

addresses and publications, research activities, and programs of a general nature_open to

the public or available through the mass media.

Public service offerings, within the above definition, may be grouped into two

categoriess

di ''Those for which the Continuing Education Unit (CEO) isewarded In conformity

with-standards and 'guidelines of the Southern A:sedation-of Colleges and 'Schools:

6 Those Wbici'are'leti formatlystruttuted'and, da not meet t14 biltertaistOblished,

fofthe-Contitibing Educc)tieti'Vnit.

rogrami'far %;v61-& EU's Were ciwbrdeil

The' following de to lgi s 004,- Ond- -iyacedUreilefOni tOia-dt



One Continuing Education Unit represents ten contact hours of participation

in on orgonized education experience under responsible sponsorship, capable direc.

tion, and qualified instruction. (A decimal fraction of a unit may be awarded for

on offering of shorter duration).

Activities classified in the above categories for which Continuing Education Units
\ are to be awarded will meet at least the following standards:

1. The non-credit activity is planned In response to an assessment of
educational needs for a specific target population.

2. There is a statement of objectives and rationale.

3. Content Is selected and is organized in a sequential manner.

4. There is evidence of pre-planning which should include the oppo-
tunity for input by the target group to' be served, the faculty area
having content expertise, and continuing education personnel.

The activity is instructional and is approved by an academic or
administrative unit of the institution best qualified to affect the
quality of the program conte It and to approve the resource per-
sonnel utilized.

There is provision for registration for individual participants.

7. Evaluation procedures are utilized, and criteria are established
for awarding Continuing Education Units to individual students
prior to the beginning of the activity.

SPECIFIC INSTRUCTIONS.

At the top of each tormenter the name of the institution, the last, four digiti of the

S. Office of Education Code number, the name and title of the persoo completing the

Form, date submitted;the period overed by, the report, and the Consortiurn',4glo'n. to

which the form applies.- Prepare a 'separate forM for each consortium regtoli'Wlithin which

were awarded,

Atrachment'1't0-thii-c1otUtnetifproVidis-d- n

(not used eotinneii and Cities wiltilkecoh'40sOtticfrii*regiOtl:



Column 1 - Activity

Column 1 designates the program areas by which CEU's should be reported. These

are os followst

Area Is Programs which are wholly structures to provide skills and/or
knowledge for occupational improvement in fields, such as

Code Area

101. The Professions
102 Business and Industry
103 Government
104 Law 'arid Law Enforcement
105 Clerical Services
106 Trades and Technologies
107 Health Services
108 Agriculture and Food Production
109 Other

Area lis Programs specifically organized to provide help in the solution of
problems confronting the State, such as

.Code Area

201 Health and Safety
202 Human Relations and Communications
203 Education
204 Criminal Justice
205 Community Development and Housing
206 Aging
207 Citizenship
208 Environment
209 Agriculture and Production
210 Other

Column 2 - Number of Offerings by Format

In each of the sub-columns under Column 2, enter, adjacent to the appropriate program

area, the number of public service offerings of each type of format which was conducted. The

types of public service formats are as follows:

A. *Conference: A general type of meeting-usually-Of one or more days'
cirOtton',--attonded by a (Orli:kr:go-number of peOple.:
A-confer'en001 tkii40":40tiltdilhen4 41, often

:iisosehAfifiCtutoid-OtiOes.`*'The ittri-06stsli On' pieriood
speakers, al016961vdiOlisk

jof-6-stio If Ito* 04 1 64' for'dilsoUlit;5if **tit It ON*:
a misted activity.



Institute:

C. Short Course:

D. Workshops:

F. Special Training
Program

Generally similar to a conference, but more tightly
structured, to provide a more systematic development
of its theme, with the emphasis more on providing
instruction in principles and techniques than on general

Information. Participants are usually individuals who
already have some competence in the field of interest.
institute programs may have certain continuity, meeting
on a yearly basis for example.

A sequential offering, as a rule under a single instructor,
meeting on a regular basis for a stipulated number of doss
sessions over a short period of time (e.g., one to three
weeks, etc.) Quizzes and erciminotions may be givsn
depending upon the determination of requirements. The
non-credit course under the Public Service definition
may resemble the credit course under the Public Service
definition may resemble the credit course in everything
but the awarding of credit, it may also be more informal
and more flexible in its approach in order to meet the needs
of students.

Usually meets for a continuous period of time over a
period of one or more days. The distinguishing feature
of the workshop is that it combines instruction with
laboratory or experimental activity for the participants.
The emphasis is more likely to be on skill training than
on general principles.

A small grouping of people with the primary emphasis
on discussion under a leader or resource person or
persons. iss continuing higher education a seminar
is more likely to be a one-time offering, although It
may continue for several days.

A skill program which offers a combination of instruc-
tion and practice. The approach is usually on a more
individualized basis than a workshop.

Colutiriber of Participants
_

of
,

The-total numberof participoritshotwere awarded CEU's by program area.

Column 4 .;-Total-Numbei:of ContcidzHeurs

'fatal intmberof contact hours -by progiam area. For a 'gtviti affettrigi- this Is

calreolateci brmpttigyiricrtlie number of pkrticipants-ttrnes the contact hoint fet'ariffetirtg.



*Column 5 - Total CEU's Awarded

The number of CE U's Awarded by program area. One CEU represents ten contact

hours of participation in an organized education experience under responsible sponsorship,

capable direction, and qualaled instruction. Therefore, Column 5 would equal Column 4

divided by 30.



,Stab Council of Higher Education for Virginia
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SCHEV Form 0-1 (6/73)
Public Service Offerings

Institution
Institution Code
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